Photo 143: Turning in Photo Projects                                                  Instructor: N. David King


Photo 143: Introduction to Digital Photography
TURNING IN YOUR PHOTO PROJECTS

W

e will have 7-10 photo projects during the semester.  As we get to the end of the semester I may require you to produce some prints to turn in but until then, and unless I specifically give other instructions in the project handout or in class, here are the specifics of what you need to do.  
I will tell you in class lecture and also put on your project handout how it needs to be turned in.  If you do not turn in things as requested then it does not exist…!!!!  And if it does not exist then the grade will probably not be to your liking.  So do follow these instructions closely. 

 If you do not understand how to use the computer to follow these instructions please let me know and I’ll go over it with you (and maybe the whole class).  It is not difficult or even technically challenging.

	Blackboard Online
	

	Student Tempshare Folder
	

	CD-ROM
	Turn your project files in burned to a CD-ROM using the structure and naming conventions below...  

Do NOT use CD-RW (re-writable) disks or DVDs since I cannot read data files from them.  

Also make sure if you are using 3rd party software like Nero or Roxio that you have closed the disk.  Some of those applications allow you to simply close the session so that you can return and add more stuff to the disk.  Other computers will see those as a blank disk and cannot read them.

	Pen Drives
	Optionally, you can turn in your projects on a portable USB drive like a Pen Drive (also called Jump Drives and Thumb Drives).  If you do, use the kind that does not try to autorun its own viewing software.  If you have this kind, reformat it so that all it does is store files.  San Disk™ and Lexar™ both have this issue as do some other brands.
You may need more than one if you want to turn in assignments this way.  I may not get the first assignment graded and returned before you need to hand in another one.  Fortunately the prices are dropping for these handy little drives.

	File Structure and Formating
	The final file you select for grading (No, I won’t choose for you, you must learn to edit and select your own best work) must be saved as a JPEG file.  
If you are using a MAC be sure and add the extension JPG to the file.  Do NOT create a title with multiple periods (.) in it.
Save this file at a resolution of 100 ppi and with the longest dimension at 1,000 pixels.  Let the short dimension be whatever it is when resized as described above.  I will show you how to do this in Photoshop™ but if you are using another program to edit your work you will have to read your manual to see how to do it in that program.
If I have requested the material to be on CD then create two directories/ folders to burn to the CD.  One will be named “Final” and will only contain the final image you want graded or, if extensive manipulation was done, the final plus an original.  The 2nd directory/folder will be named “Originals” and will contain all of the other images shot for the assignment.  These images do not have to be resized.

	File Naming for Final Image
	Once you have selected the image you want to turn in for grading and done whatever photo editing you need to do, do a “Save As” to a JPEG format and name it as follows:
    yourname-assignment-final.jpg

For example if you are John Smith and the assignment is a portrait then the name of the file would be:

    johnsmith-portrait-final.jpg


	Packaging
	Turn in everything in a letter sized manila envelop with a brass clasp.  Do not seal it.  Do NOT use padded envelops or other types of envelopes that you have to seal with a gummed flap.  When the brass clasp wears out get another one.

Into this envelop you will put:

1. The Project Handout (if you lose it you can download another from my website)

2. The CD (you can put them in a jewel case, CD envelope or simply toss them in the manila envelop (though they will be safer in a jewel case).
3. Label EVERYTHING with you name, class, and assignment.  Below I will show you how to label the envelope.

	Labeling the Manila Envelope
	Put Label the envelope on the FRONT RIGHT side (that is the side on the other side from the brass clasp and, if you are right handed, on the side toward the hand you write with).

Label it in LEGIBLE writing (if I can’t read it then it does not exist) with the following data:

1. Your Name

2. The Class (Photo 143) and the time/date of your section (for example M/W 12-3:30).

3. The Assignment Name or Number.

When you get the envelope back you can re-use it by crossing out the old assignment name and writing the new assignment below it.  But remember, when the clasp wears out, get a new envelope.

Below is an illustration showing how to label your envelope.
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This is the BACK SIDE.  Notice the clasp.  Do not label this side.





This is the FRONT SIDE.  Put your name, etc. on THIS side on the TOP, RIGHT as shown.
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